JAQ Completion Tip Sheet

CONTaINMEent. LONTact us Dy &-mall at INTo@maginc.org
1.
Job Question Analysis (JAQ) Tutorials
PowerPoint Version
Flash Version
Job Analysis Questionnaire Organizational Log In
2 Select Your Organization from the Drop-down List: 3 fansgemant Advisocy Grodg, kio

Job Analysis Questonnaire

Allentown, Pennsylvania
Atlanta Public Schools
Beaufort County School District
Bibb County Schools
Bogalusa, LA {
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Go to http://lwww.maginc.org

Click the JAQ button (bottom left corner)
to access your Job Analysis Questionnaire

Enter your individual
User ID and Password —
they are the same

User ID: Employee ID#

Log in

Password: Employee ID#
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4. Go to the Employee Screen and at the bottom select your supervisor from the drop down lists

Select first letter of Supervisor’s last name

Your Immediate Supervisor
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List Essential Tasks

6. ESSENTIAL TASKS®S
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Enter Task Statements

o HEGIN EACH TASK WITH A ACTION VERE.
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(1 to 5 only)
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Then select Supervisor from list

SET SUPERVISOR

7. OATA RESPONSIHLITY S

Select the ONE statement that is closest

Give examples from your work

e BE SURE TO CLICK SAVE AFTER COMPLETING EACH PAGE
e Each box on the Main Menu must be checked before you can click FINISH.

¢ Only Saved Pages will show a check in the box.
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